
. 
INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol AvenuG Atlanta, Georgia, 30334, 

FOR AGENCY USE 

6/5/84 

,pplication Date 

,pplication Number 

. ____ - - ~ ~ 

1. Agency Address 

Law Department 
132 State Judicial Bldg. 
4 0  Capitol Square 
Atlanta, GA 30334 

. __ 
~ ~ ~~ ~ ~~~ ~~ 

- 
FOR RECORDS MANAGEMENT USE 

Aoalication Number _ . ~  ... ~ 

~ ~ 

Date Received Date Completed , 

-~ 
~~ ~ ~ 

Telephone Numbei 

__ 
~ 

.. ~ ~~~ 

~ 

~ ~~~~~ - ~ 

4 I. Action Requested 
a. 0 Establish Retention Schedule; record will continue to accumulate. 
b. . U Dispose of present accumulation; no further accumulation anticipated. 
c. KI Amend ApDlication No. 3 7  -5 0 5A Check One: fi Change; Supercede; 0 Void 

5. Records Series Title (followed by title used in offiFe; if differentl 

I Current Civil Litigation Case Files (Agency Common Schedule)'. 
~~ ~~~ ~~ ~~ 

What i s  the function of the Division and the Office in which this record series i s  created? 
I I. Dates of Series 

Iarliest Latest 

~ _ _ _ ~  ~ ~~ 

1974 
i. Division and 0ffi.ce Function 

Civil 'divisions of the Law Department are responsible for 
furnishing legal services to assigned State Departments, Agencies, 
Boards, and Commissions and the officers, employees and members 
thereof. The Divisions.represent the State and its officers and 
employees in civil litigation in all Federal and State courts 
and before administrative tribunals. .. 

- -_ - - - __ 
1. Record Series Description This f i l e  contains the following documents (include form numbers and titles, if any): 

Attach samples of the file. 
Documentsrelating to: Representing the State and its officers and employees in 

all Federal and State courts and before administrative tribunals. 

Included are: Copies of pleadings, notifications', transcripts, correspondenc 
filed in court, correspondence forwarded or received in connection 
with cases litigated in the courts or administrative tribunals. 

. ARCHIVES 
GOVERNMENT SERVICES ornoid 

AUG 2 1984 

RECEIVED 
File i s  arranged: Chronologically or alphabetically by name of plaintiff . 

- 4  - \ - _  '- --.- = 1  
1 -. 1 .  . f '  

. 
- -- ~~ ~ I~ -. . 

B. Monthly Reference Rate How often are records referred to which are: 
~ 

30 . Seven to twelve months old 2 5  Thirteen to twenty-four months old 25 .; One to six months old - 
~ -, 

.. .- .__~ ~~__-~~I__- 
twenty-five months and older-_,_---~. 25 . 7 . _ _ ~  ~ ~ ~ _ _  

9. Annual Rate of Accumulation of Records. 
. I  : 2 0 0 boxes . Other Ispecifyl 

. .  > 
Letter-size drawers --; Legal-size drawers ' ; Shelves - 



- z ;- ~ ~ . _ .  . .  . ~ 

i - 7  

~~ . . .  . ... , .  ;O.stionnaire--columncolumnj ~~ - ~ 1 -  - J 

b. Does the series contain a, f r ,  fidential information requiring security handling? If yes, cite law or regulatibn. 

a. I s  this the official copy of the series? 
~ __~Ifot,where is, it? - - ~ ~ ~ _ _ _ _ _  

:\ 

- .___ - _ .. 

c. Is  this a vital recor,d? 

e. When one or two documents in the f i le make it necessary to keep the entire f i le for a long period, could these 

~ ~ ~ _ ~ _ _ _ _ _  - 
d. Does this - series hawestoriel or long termErerch value? .. -. __ - .  

~ 

&rlymiwnfilmed? ~~ 

.~ ~ ~ -~ 
The following requires the series to be kept: 4 11. Retention Requirements 

a. State Law -years. d. Audit period - years. 
b. Statute of limitation ~ - - ~ - i yea rs .  e. Administrative need -- 7 -years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Experience has  shown t h a t  case f i l e s  should be r e t a i n e d  f o r  7 yea r s  
i n  t h e  event  a case i s  reopened o r  papers  are needed i n  a s imi la r  
case. * ~. 

____I__ ~~ 

12. Approved Disposition Instructions This agency recommends that the= series be 
0 Calendar Year;' 0 Fiscal Year; 

t off at  he end of each: 
Other - &en - c i osed by apprgR&,iate 

cour  C ? F r - € r I b i E n i  
@ Hold in the current files area ---month(s) 3 

T y y G ? s  ana § m.onths; then 
0 Transfer to local holding area; hold 
MTransfer to State Records Center; hold 
)?f Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yeads); then 
ear(s); he 

*Percentage o f  cases reopened ranges considerably  among the s i x  D iv i s ions  responsib le  
f o r  c i v i l  l i t i g a t i o n  cases. 
t o  20% for  two D iv i s ions .  

Percentage range i s  est imated t o  be 1% f o r  th ree  D iv i s ions  

i. 

These instructions apply to a l l  prior and future accumulations of the serles. 

(If disapproved. attach letter 
of explanation.) 

lf?%fw 
R-50-?1: Rev. 78 



INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue: Atlanta, Georgia, 30334, 

.. -Attention: Scheduling Section. - 
- -__ FOR AGENCY USE 

rpplication Date Application Number 
1. Agency Address FOR RECORDS MANAGEMENT USE 

Law Department , 
5/17/83 - 1 3 2  State Judicial Bldg. 

Date Completed 

- 7-7-~505~ ~ _~-__ - ~. ~ ~~. -~ . ~ 

!. Person to Contact 
3UNi o-iqk3 -~ I VUNTgiiE ~ - 

- .  - 
Telephone Number 

656-3347 

40  Capitol Square 
Atlanta, GA 30334 

- 
~ ~~~~ 

~ 

Working Title 
Records Management Officer 

I rpplication Number 

- - 

~ ~~ ~- ~ ~ _ _ _  .~ .. - - ~~~~ __ _- . . . _ ~ _ _ _  
DONNA L. STRICKLAND 

~ 

a! . 1. Action Requested 
a. 
b. 
c. El Amend Agpligtilo_n_ . Check One: fl Change; 0~ Supercede; CI Void 

0 Establish Retention Schedule; r cord will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

5. Records Series Title (followed by title used in offife; if different) 
, . \  

1. Dates of Series 
iarliest Latest 

.____ 
1 9 7 4  I Current - _ _  ~- Civil Litigation Case Files 

i. Division and Office Function What i s  the function of the Division and the Office in which this record series is created? 

Divisions 1, 2, 5, 7, 8, 9, 10 are responsible for furnishing I 

legal services to assigned State Departments, Agencies, Boards, 
and Commissions and the officers, employees and members thereof. 
The Divisions represent the'State and its officers and employees 
in civil litigation in all Federal and State courts and before 
administrative tribunals. 

-. - ~. 

f. Record Series Description This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documents relating to: Representing the State and its officers and employees in 
all Federal and State courts and before administrative tribunals. 

Included are: Copies of pleadings, riotif ications , I transcripts , correspondence 
filed in court, correspondence forwarded or received in connection 
with cases litigated in the courts or administrative tribunals. I 

Chronologically or alphabetically by name of plaintiff. 
-, 

U 
File is arranged: 

c 
- I  -_ - 1 : . 1,- ': .- %& 'r -2% -- 

. -  - 
., - _  ~- - __ 

1. Monthly Reference Rate How often are records referred to which are: 
One to six months old - 3 0 ;  Seven to twelve months old -2 5- -; Thirteen to twenty-four months old 

1. Annual Rate of Accumulation of Records 
200 boxes Letter-size drawers ; Legal-size drawers ;Shelves ; Other (specify) ~ 

25 ; 

- -I_ 

_- twenty-five - months and older 25 ? 

. - .- ~ ," . ? 

1-50-71,' Rev. 76 lover) 



. t  - '  
~ I ~~ ~ I . ._-A- 

1 . I  
, .  _____.-d-y_ 

,\ 

- ~- -. -~ 
ing security handling? If yes, cite law or regulation. 

c. I s  this a vital record? 
d. Does this ~. series have hktorical or long term research value? 

~ _. -~ ~ . 

ry to keep t& entire file for a long period, could these . 

in-this series.eyemublishedZ - I f  ye$.,atltach copy,..- ~ ~ ~. , . . ~ ~ ~. 

and/or recorded in a summarized report? 

off ice or agency? 
e-_filed_ i n  a p p r o p r i a t e  x~QUEL- 

- ~~ .- 

~er;ard series resukkuxmputeuxintout? 
The following requires the series to be kept: *t 11. Retention Requirements 

a. State Law -years. 1. Audit period - - ~. . - - yea rs .  
b. Statute of limitation ., years. e. Administrative need L-years. 
c. Federal law - years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 
1 

Experience has  shown t h a t  case f i les  should  be r e t a i n e d  for  7 y e a r s  
i n  t h e  e v e n t  a case i s  reopened o r  papers  are needed i n  a s i m i l a r  
case. 

- - - ~~. - .~ - - ~~ ~ ~~-~ ~~-__.I -___ 
E~Approved Disposition Instructions This agency recommends that the f i le series be cut off at  the end of each: 

* a f t e r  case closed by a p p r o p r i a t e  c o u r t  
*El Calendar Year;' 0 Fiscal Year; Other ~ -. 

It] Hold in the current files,area ~~ -month(s) 1- year(s); then 
0 Transfer to local holding area; hold 
p3 Transfer to State Records Center; hold 6 _ y e a r ( s ) ;  then 
p3 Destroy. 

Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(s); then 

These instructions apply to al l  prior and future accumulations of the series. 

J 

Recommendations in para- 
graph 12. are approved. 
(If disapproved, attach letter 
Df explanation.) 

- Attorney GenerallDesignee 
R--50-71; Rev. 76 



APPLICATION FOR RECORDS RETENTION SCHEDULE 

t- 
, INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing th is  form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue,, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

-- --.,_- 

OFFICE OFTHE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAGEMENT PIVISION 

' FOR AGENCY USE - - - - - ._ 

_ _  December - - -  8, 1977 
,pplication Date 

pplication Number 

77-1 
I -_ . . - .. ~~ 

__-I_ _--- . .  - __ ~- ~ ~- - ~ .- ---___I._ 
I. Person to Contact Working Ti t le  Telephone Number 

I. Action Requested 
FaxxmDs MANAGEMENT OFFICE-! ~~~ 656-3328 -__~ ~ ~ . ~ . . ROBERT H. SHELL 

a. 
b. 
c, gl Amend Application No. . - Check ._ ___i One: 0 Change; - 0 Supercede; 0 Void 

0 EstaDiisn Retention Schedule; r4ord will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

~ ~~ - 
I. Dates of Series 
Iarliest 

5. Records Series Title (followed by tide used in office; if different) 

CIVIL. LITIGATION CASE FILES 
--~.I I -_ 

What is the function of me Division and the Office in which this record series is  created? 

- 

1974 ~ 1 .&?EL 
i. Division and M i c e  Function 

DIV. I AND DIV. I1 
in all Federal and Statecourts -and-before administrative tribunals. 

'Representation_of the State in civil litigation' 

1. Agency Address FOR RECORDS MANAGEMENT USE 
Application Number 

108 Judicial Building 77- 565 _.I__ 

Law Department 

Atlanta , Georgia 30334 -Date Hefeived Da&,(pwlyi,978 
DEC 2 0 1977 I 

_____  --- __s -___ I 

I. Record Series Description T h i s  file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Documentsrelatingto: represent ing t h e  Sta te  i n  c i v i  I I i t i g a t i o n  i n  a t  I Federal and S ta te  cour ts  

Included are: Documents consisting of copies of pleadings, notifications , 
transcripts, correspondence filed in court, correspondence 
forwarded or received in connection with cases litigated in 
the courts or administration tribunals. 

qnd Before admin i s t ra t i ve  t r i b u n a l s ,  

File i s  arranged: Chronologically 

-. __ --_ - - _ _ - . _ ~  -- I_ 

How often are records referred to  which are: 2 5 -  . Monthly Reference Rate 

On6 to six months old --; Seven to twelve months old --; Thirteen to twenty-four months old --_, 
twenty-five months and o l d e r 2 5 7  

3. Annual Rate of Accumulation of Rerords 

30 25 h 

_ _  - -______I_ I__ - 

LetTer-size drawers ; Legal-size drawers box%elves --; Other (specify) ___I . _- - 

--. 1 .  - - .--.--_ 
R-50-71: Rev. 76 (Over) 

7- x 
L -  - _ _ ~  ~- 



~~ i__ 

*. J 

. -~ ~- i,. - c _  _, ~--- --+-- .- . ~ _ _ = ~ ~ _  ~ ~~- , . . __i-__a__j_ .-~ ---- .=.-__- . ~- 
* ' .  < . ' .  

. I  1 6 , -, 
- ,  

-. Z S  I NO I 10. QuestionnG (Place an "x" in the~proper column, . LkA ~ .~. 
a. Is this the official copy of the series? - -  

ll_i-___~ - ~~ -- -. 
% b. Ooes the series contain co fidential information requiring security handling? If yes, cite law or regulation. ,i 

__ -- - ~ .- 
. *  

P 
___ 

t ,  __ I 

1 -  
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

. 
-~ .- .do~u!wXs_be scheduled see0 arate Iv? l _ _ _ _ _ _ _ ~ l _ ~ ~ _ ~ _ _  __ 

~~~- ., contained in t h i t r ~ ~ ~ ~ . ~ s h e ~ ~ r ~ ~ ~ ~ ~ ~ ~  
in this series ever analyzed and/or recdrded in a summarized report? 

~ __ l_l__~ _XI__ 

h. Is there a duplication of thigseries in your office, or in another office or agency? 
~~.~..~~.lf%s~xttiac.tr CODY. 

I f y e d e f e ' ,  Essential documents are filed -_____ in appropriate court. .- 
- ~ I X I i s s r i e s l o r  a mai cmw.dmd~a&miccQfiiedZ-------.-.- -- 
- 1- x 1~ .  i - ~ D U . . c e w c d  ser ies r a  a.COmQJJWRLk~~.--. I . _ _ ~  

1. Retention Requirements The following requires the series to be kept: 

-years. 1. Audit p k o d  -Iq years. 
7 - ~ - ~  -.years. 

*! a. State Law 

c. Federal law years. f. Federal retention instructions yerrs.- - ~. 
~~- b. Statute of limitation ~~ ~. -+ ,years. ~ _c ~~ e, Administrative ~~ ~ need 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
Experience has shown that case files should be retained for seven years 
in event a case is reopened or papers are needed in a similar case. 

-- - s_l_ - I--- ._I I___ _- 
'2 Aoowved Disposition Instructions This agency recommends that the file series be cut otf ar t h t d  of each: 

t?f Calendar Year; 0 F i m l  Year; 0 Other -- -then, 

k Hold in the current files area --.-month(sl ____ 1 year(s); then 
Transfer to local holding area, hold ----year(s); then 

[B Transfer to State Records Center; hold 6 - - - y e a r ( s ) ;  then 
13 Destroy. 
0 Transfer to State Archives for permanent retention. 
a Other (Specify) 

When case i s  closed, p lace  f o l d e r  i n  i n a c t i v e  f i l e ;  c u t  o f f  
each calendar year; ho ld  i n  cu r ren t  f i l e s  area I year; then 
Records Center; ho ld  6 years; then destroy. 

nac t i ve  f i l e  a t  end o f  
ransfe-r t o  Sta te  

These instructions apply to al l  prior and future accumulations of the series. 

Y 
iecommendations in para- 
iraph 12 are approved. 
If disapproved, attach letter 
If explanation.) 

_?___.- 
3-50-71: Rw. 7 6  


